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Folicy Statement Regarding the Executive Dining Ares

The following are palicy decisions regarding the purpose for amd use
of the Executive Dining Room: |
&, JUSTIFICATION. Thelxecutive Dining Room was established
to provida:
1. A dining area where senjox officers may conduct bustiess
wnder secure conditions, and
2. A secure facility availeble for Agency -related but privately
aponsored (semiofficial) partiss and dinners.
b. MEMBERS, All supergrade employees of CIA are eligible
to become members of the Executive Dining Room ., In addition,
employees at the GS-15 level mey he invited to join, for operations!
reasons, when specifically spensored by a supergrade employee
having supervisory responsibilities over the employee W.
¢. FUNDING
1, Bach member of the Bxecutive Dining Room will be
required to fuvest a $10.00 share {n the venture, This money will
be returned upon termination of 2 member's association with the
activity,
2. All services provided will be made available in
accordance with an approved schedule of prices.
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d. FACLLITIES

1. In addition to the sormal noomtime meal, the Executtve
Dining Room is available for semiofficial, privately sponsored
sockrail parties for not more than 123 persons.

2. Alcohelic beverages may be served upon request during
any party held during nonduty hours. Drisks will be preparei
in the kitchen and served by 8 waitex. Alcoholicbeverages may
not be paid for on an individunl drink bests but must be includad
as part of 8 "packnge” rate per guest.
¢, GENERAL

1. Private parties must be approved by the Chief, LSD.

A formal written request, giving full particulars, will be
required in each instance.

2. Charges for private parties will inglude a surcharge to
pey for labor and other administrative overhead,

3. Pty arrsangements will be mede with the Chief, 1SD
following approval. The Chiaf, 15D is responsible for advising
the DDS and the Chief, Phyaical Security Division, OS, in adeance
of any pasty scheduled,
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3.
2 {, SECURITY

1. The sponsor of any paxty which includes non-Agency
personnel, foreign nationalists, or staff agents will prepare
& lst of all invitees and furnish a copy of the liat to cthe Director
of Security, the Chief, CI Staff, and the Chief, Central Covex
Staff for approval, When staff agents are among the lst of
invitees, a lst will aleo be furnished to the sponsor of the
staff agent for his concurrence. Liste should be submitted
st least one week prior to the date of the hmetion.

2. The sponsor for the party is responsible for making
arrangements with the Office of Security for the badging of
non -Agency personnel, This will insure that bedges are
available prior to guests artival,

3. The sponsor of the gues=t{s) is responsible for their
escort while in the bullding,

g. USE OF THE DCI DINING ROOM

1. Deputy Directors may arxange semijofficial parties
in the DCI Dining Room: when that facility is not scheduled for
use by the DCI.

2. The DCI Dining Room provides space for cocktail parties
of up to 25 persons and for sit down meals of up to 12 persone.

3. Approval for use of the DCI Dining Room must be obteined
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from the Administrative Officer, Office of the DCI. The gencral
provisions governing private parties heid in the Executive
Dining Room will apply to the use of the DCI Dining Room as
well.
h. Speeial Functions to be Hosted by the DCI ox DDCI

1. The component axranging & spacial function may
requeat the DCI or DDCI to host the fusction by telephoning
the Office of the DCI ox DDCI a5 appropriate. They should
state the purpose, suggested time and pisce of the fuaction.

2. Afer recetving an acceptance from the DCI or DDCI to
bost the function, the following information sheuld be submitted
in writing to the host’s secretaxy:

&. Proposed guest lst;

b. Suggested seating arrasgement;

¢. Blographic isformation on 211 non-CIA guests not
wall known to the host;

d. Whes sppropriate, spell out recommended amities
and toasts, If a gift presentation is involvad, presest all
pertinent facts.
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3, The component arranging the function should make the

necessary security escort arrangements except for the DCI or DDCI.
i. Use of the Executive Dining Room for Official Entertaiument
1. Agency employees are encouraged to use theExecutive
Dining Room for official entartainment when operationally
feasible, Arrangements and reservetions may be made with
the Executive Dining Room office, extensfod] | STAf
2. Entertatnment of Government Smployees
The expense for official sntertainment of Government
employees exclusively is ordinsrily not reimbursable. In
exceptional cases Agency oificials meay be reimbursed for
such entertaimment with the prior approval of the Director,
Deputy Director, or Executive Director. When such approval

has been obtained, the host or arranging office shall inform

the Executive Dining Room affice, whith will arrange for
reimbursement for the non- Agency guests unless the host
requests otherwise, Agency employees will be billed for thefr
own meals,

3. Entertainment of Non-Goverament Personnel

When appropriate suthority has approved official

entertainment of a group which includes non-Governmental
personnel, the host will be billed for all non-Agency guests
and may claim reimbursement in the normal manner from the

Approved For Release 2003/04/29 : CIA-RDP84-00780R001200040013-3



Approved For Release 2003/04/29 : CIA-RDP84-00780R001200040013-3

-8~
Office of Finance. Unless the host requests stherwise,
Agency employees will be billed separately and directly
for their own meals.

4. The above policy pertains ocly to official entertainment
in the Executive Dining Rooin. Operational entertainment in
general iscoveredin[ | Chaster IX. STAT
j. Billing Policy i

1. As the Dining Room Officer has no way of determining
whether or not any fuaction is officisl, the billing is handled
as instructed by the host. ‘The host is responsible for payment
of the bill unless previous arrangemants have been made with
the DCI, DDCI, or Executiye Director for the cost or portion thereof
to hev absorbed by the Dining Room Fund., The billing for & regular
"luncheon fuaction is handled by chit raathod in the absence af any specific
instructions, Agency employees when acting as hosts, regerdless
of whether or not they are members of the Dining Room, are
billed directly by the Dining Room Oificer. The only exception
to the billing policy stated shove is when a single official
luncheon consists of three or less noasgency guests, in which l
case charges for thelr meals are absorbed by the Dining Room

Fend,
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2, The amount of the bill for luncheon parties where
special foods were not requestad is determined by using
the standard prices published in the waakly menu. In
addition, the Dining Room Offfcer uses a standaxd charge
of 50¢ per drink and $1.35 per breakfes: -- these charges
axe not published. Tha bill for any other function is
determined by adding the cost of the food and drinks plus
a 20% service chargeto ¢over undeterminable coats; i.e.,
lsundry, spicss, etc., and pro-rating this rotal flgure among
those in attendance.

3. The ovartime worked by the Dining Room Staff is
charged to the DCI Cost Centar and nct to the official functior:,
4. That no official guosts be carrfed by the Executive

Dining Room Fund.

5. That reimburssment of expenditures for special
eperational functions fuvolving non-U.3. Goevernmen individeils
be accomplished as follows: The host of the special operatioral
function shall be billed for the entire co#t of the function, and
he in turn can apply for reimbersement through routine
administrative channels within his component as set forth in

[ 1
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6. Although entertainment of U.S. Government employees
¢an be approved under special or extzaordinaxy cizcumstsnces,
reimbursement for the exclusive entertainment of U.5.
Government employees will aoxmally not be allowed. The
costs for the exclusive sntertainment of U.§, Government
employees shall be billed to the hoet unless prior approval
for this entertainment has bees obtained from sither the DCI,
DDCI or the Executive Director. The o8t of sntartaining U.§.
Government expioyees in the Executive Dining Rooms which has
been approved by the DCI, DDCI or Executive Director will
be paid from the Divector's imprest fuad,

.
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